
Business & 
Customer Service

What’s thIs sector all about?
The business sector impacts on every industry 
in the UK, and regardless of it’s size, there 
are a variety of skills and staff members vital 
for a company’s success. The main role of 
customer service is to attract new clientele, 
whilst ensuring that current customers to feel 
valued, maintaining good relationships and the 
company’s reputation. 

What kInd of salary can I 
expect to earn?

Depending on the business, wages can vary 
dramatically in this sector, though generally 
speaking, administrative and receptionist roles 
start at around £12,000, rising quickly with 
experience. Customer service roles generally 
begin at around £14,000 but you may also 
receive commission for hitting targets. If you are 
an entrepreneur, your pay will depend on the 
industry, and on how successful you are. 

What kInd of envIronment 
Would I be WorkIng In? 

In a business role, you can usually expect to 
be working in an office, especially in more 
administrative roles such as a receptionist or 
HR worker. You could also be required to meet 
clients in person and go on business trips. 
Customer service roles are often phone-based, 
meaning you will most likely be based in a call 
centre or office environment. 

hoW does thIs sector compare 
to others across the country?  

There are around 5.1 million businesses in the 
UK, employing 25.2 million people, and spanning 
across every industry you can imagine. Every 
one of these businesses will have to adhere to 
standard procedures for administration, as well 
as for the management of staff. Part-time work 
is also common in customer service, especially 
in the retail and leisure sectors. 

Where Is the Work most 
concentrated?

Whilst businesses are located all over the 
country, the larger ones tend to be based in 
big cities. Internationally speaking, London is 
seen as the business centre of the UK, with 
an enormous variety of opportunities for young 
people, though as a renowned city worldwide, 
there will be a lot of competition for places!

The business sector is centred around making money, 
consisting of dozens of different companies. Regardless 
of the size of the business, there are core principles that 
apply everywhere. Customer service is also closely linked. 
After all, clients aren’t going to stick around if they don’t 
feel appreciated!

81% of customers Would 
be WIllIng to pay more In 
order to receIve superIor 

customer servIce
experts estImate that on average, It takes 
12 posItIve experIences to make up for one 

unresolved negatIve one

staff beIng rude Is the most 
common reason for a complaInt to 
the customer servIce department!



Where to begIn
If you think this is the sector for you, read on 
to learn more about how you can kick off your 
career... 

apprentIceshIps
There are various apprenticeships you can undertake to get into 
this sector. As part of an apprenticeship you will gain relevant 
qualifications, usually in the form of an NVQ, diploma, BTEC, or even 
a degree! They are ideal for people who want a practical role, allowing 
them to gain valuable employment experience whilst earning a wage. 
People undertaking apprenticeships tend to progress up the ladder 
far quicker than those who are not, as the skills they learn are directly 
suited to the workplace. 
Business and Administration • Contact Centre Operations • 
Customer Service • Enterprise • Management • Sales and 
Telesales • Recruitment

a-levels
A-levels are the most popular gateway into university and are much 
sought after by employers. Relevant A-levels for this sector include: 
English • Maths • Business Studies • IT

foundatIon degrees
A foundation degree combines the university lifestyle with practical, 
hands on work. It’s sort of like a cross between an apprenticeship and 
an honours degree. They are often used as gateway qualifications to 
a full time degree as they count towards its completion. They usually 
take two years to complete, and you’ll divide your time between the 
work place and the university campus.  

degrees
Business and customer service degrees are a very popular route 
to reach careers in this sector. There are a few roles, especially 
managerial positions in departments such as HR, where a degree 
is the preferred route of entry. Recruitment is also one of the most 
popular fields for graduates. There are several types of qualification, 
and which you obtain depends on your field of study, though you are 
most likely to obtain a Bachelor of Arts (BA) qualification in this sector. 
Most degrees take three years to complete, though for some roles 
you will require additional training. 

college courses
A college course is another way to get into this sector. For more 
information on which courses are available in your region, check out 
www.careersworld.co.uk.

Business & Customer Service

There are tons of career choices within business and 
customer service, from helping customers over the phone, 
to providing an entrepreneur with advice on how to improve 
their company. Read on to hear some of the most popular.

admInIstratIve assIstant
As an admin assistant, it will be your job 
to ensure that the office runs smoothly, 
completing various paperwork 
whilst ensuring that everything is 
stored accurately. You’ll also require 
impeccable service skills, as you may 
have to compose emails and make calls 
to customers. 

customer servIce 
assIstant

It’s incredibly important for businesses to 
ensure that their customers feel valued 
- after all, it’s their purchasing that keeps 
everything going. As a customer service 
assistant, it will be your job to ensure 
that clients are kept happy - helping to 
deal with their complaints or enquiries, 
either in person or over the phone.

human resources
Human resources, or HR, (or even 
personnel department) deal with the 
hiring, firing, training and promotion of 
employees. HR is all about the welfare of 
staff, so you must be an approachable, 
friendly and tactful person, with a good 
understanding of how to defuse tricky 
situations (and trust us, these happen 
a lot - it’s like school, but with copious 
amounts of coffee). 

busIness advIsor
New starters in the business world often 
have trouble knowing what they should 
be doing, and how to make a name 
for themselves. Business advisors are 
the people who assist them, providing 
valuable advice on everything from 
marketing to management. Usually, 
you’ll be expected to have had some 
businesses experience of your own 
to be able to take on this role, as well 
as plenty of general knowledge of the 
market place. 

contact centre operator
Call centre work is one of the most 
popular forms of employment for young 
people. The majority of positions are 
shift-led, with some companies making 
calls internationally, meaning you could 
be working at any time around the 
clock. You will need fantastic service 
skills and a friendly telephone manner 
when dealing with customers, as well 
as a great deal of patience! 

marketIng executIve
As a professional in this area, it will be 
your responsibility to promote products 
and services in a creative and innovative 
way, aiming to get people talking. You 
could be planning events or working 
across the media, so you’ll need great 
planning and organizational skills. You 
will also need an excellent knowledge of 
the products themselves, as well as of 
the target market. 

personal assIstant
If you’re looking for an office role with 
more responsibility, life as a PA could be 
for you. Personal assistants provide a 
mix of administrative and secretarial 
support for a senior member of staff. 
You’ll need to be very organized as you 
will be responsible for a manager or 
director’s diary or emails. You may also 
have to represent the company at 
meetings and on business trips.

Career Choices


